Amplifund Contract Entry Guide and Processes – SAP Perspective

	Field
	Details

	SAP Contract Number
	This number should not be entered by the Amplifund user. This field is blank on the original contract submission and then will be populated with the SAP-generated contract number

	Agency Contract Reference
	There can only be one Agency Contract Reference number for each AF -> SAP contract. This number from AF is the link to SAP to help determine which SAP Contract/EMF the Amplifund Contract is linked to. This is auto populated by Amplifund as the “Award Identification Number”.

	
	If there is a need for a new SAP contract to be assigned to the Amplifund grant, then the Agency Contract Number must be changed before establishing that new SAP contract. Once all transactions are done with the old SAP Contract (i.e. reducing down to zero), an Amplifund user should return to the Grant award and change that Award Identification Number.

	Contract Name
	This field generates from the Award Details in Amplifund. This will become the contract name in SRM.

	Total Value
	This field maps to Target Value in SAP. In general, this field should align with the overall contract maximum. In the event that a contract is under $20,000 and the agency wants send the obligation to the IOC, they can change this value to $20,000.01 to force the obligation

	Valid From/Valid To Dates
	This is the term of the contract. These values are auto populated by Amplifund’s Award Start and End Dates. Be sure to consider the language in the contract to determine proper begin and end dates. If a clause such as “or upon execution” exists, there is a chance the start date doesn’t match the date listed if the last execution (agency execution) occurred after the specific date listed.
These values are auto populated by Amplifund’s Award Start and End Dates.

	Award Code
	In general, most contracts from Amplifund should be Award Code “O”. 

	Travel Indicator/ Travel Amount
	If the agreement contains a travel allowance, this should be marked “Yes” and if it is marked “Yes”, the Travel Amount field is required.

	Fixed Price/ Advanced Payment/ Subcontractor Utilization/ Subcontractor Disclosure
	These are all dictated by the agreement if these things are applicable. 
Fixed Price – Generally, the Comptroller considers a contract as having a Fixed Price (indicator marked as “Yes”) if there is a maximum amount listed on the agreement. In addition, if this is marked “Yes”, a phrase in the Notes section saying “Contract not to exceed $x.xx” is typically required.

	Class Code and Order Type
	These fields are required by the IOC and the source for them is Exhibits 15.20.10-E and 15.20.10-G of the SAMS Manual. Generally, most, if not all, agreements in Amplifund will have the Class Code of “J” and the Order Type will vary based on the agreement.

	Per Time
	Options derive from the SAMS Manual, but include EA, MON, MR, FR, etc. MR does not require a value in “Pay Rate” but all other rates do require a value in that field.

	Pay Rate
	This field supplements Per Time. This is field shows the details for how the contract is to be paid based on the frequency or unit listed in the previous field. 

	Do Not Send to SAMS
	This checkbox aligns with a field in SRM. This allows a contract transaction to be suppressed from going to the Comptroller. There are various reasons that may make this necessary. Work with your fiscal department to align on those various situations.

	SAP Vendor Number
	This editable field comes over with an SAP vendor number that populated based on the details the grantee entered into the GATA portal. 

	
	**IMPORTANT** Please review this number to confirm it is the one that should be used for the obligation. In general, the IOC expects the name, address, and FEIN on the agreement to match that of the vendor used. If a grantee wants payments to go to a different address, there is typically an option for this during the payment process.

	Short Description
	This field with a limit of 40 characters is simply one field to provide some detail about the obligation.

	NIGP Code
	This field is 5 digits that maps to the Product Category in SRM, which also maps to the NIGP Codes utilized by the state. Work with your agency’s obligation staff to determine proper codes to use that were presumably used on prior obligations.

	Header Text
	This field maps to either the Header Establishment Text or Header Modification Text on the SRM contract. This field is the bulk of the description that will go to the IOC to explain the obligation. A discussion about the SAP logic for the text field (where it’s placed in SRM) will be addressed later.

	Fiscal Data Tab
	The Fiscal Data is recommended to be populated with the projected obligation amounts for each Fiscal Year of the contract. These can be changed throughout the term of the contract. The total of all values in this section *cannot* exceed the Target Value of the contract. At a minimum, this field must be populated with the current and prior fiscal year values.

	Guaranteed Minimum
	This value must equal the total amount that is actually obligated on the contract. The amount obligated will be specified by the Accounting Line(s) to be added.

	HANA View
	This is a field specific to Amplifund. It helps determine where the system will look in SAP to determine fund availability. The options are FM and GM. GM is to be used with an SAP Grant being referenced. FM should be used for all other situations.

	Distribution Value
	This value is the amount the users wishes to obligate for that line. The total of all lines of the obligation must equal the Guaranteed Minimum amount.

	Fund
	This is the 10-digit SAP Fund Number that is being used to obligate. Upon entry of this number, additional fields will populate and only provide values that exist within that fund.

	Fund Center
	This is the 10-digit SAP Fund Center. After entering the Fund, only available Fund Centers within that Fund will be available on the dropdown.

	
	IMPORTANT: For agencies that have Fund Center rollups (using lower level fund centers but not budgeting to them), they will likely need to budget at least $1 to that lower level fund center for the desired Fund Center to populate. Work with your agency budget staff and the ERP FM SFE for more details.

	Functional Area
	This is the 16-digit SAP Functional Area. After entering the Fund Center, only available Functional Arears within that Fund Center will be available on the dropdown. 

	Commitment Item
	This is the 10-digit SAP Commitment Item to be used. This field starts with 5 and is related to the IOC’s Detail Object Code.

	Budget Period
	This is the Budget Period to be used for the obligation. 



Contract Management Activities
This section outlines various downstream contract maintenance activities that may need to be performed and considered. Please note that the term “Contract” may be used interchangeably with “obligation” or “grant” throughout this document. 
· Interactions with SAP via Amplifund
· If a contract submission goes to SAP, but it is discovered that the submission is not correct as is, the user can resubmit the contract from Amplifund (“Copy” in Amplifund, adjust the appropriate information) to SAP. It will overwrite the existing submission that is in SAP.
· However, the contract in SAP must not be edited for the interface to allow the resubmission.
· This works for both original contract submissions (establishments) and modifications.
· IOC Rejections – There are times where a transaction sent to the IOC is rejected by their contract review office for various reasons.
· Establishments – For the first transaction of a contract for a Fiscal Year (First overall transaction or the first one for a specific fiscal year)
· The first step is to request the Backend Deletion via Service Now ticket. Agency process may dictate who and how this process is handled.
· Once Deloitte AMS confirms this has been done, in Amplifund a user should copy the contract and resend as is while making any changes IOC potentially needed. If there were no specific changes to the inputs in the system required, then making 1 minor change is necessary. Typically that is done by adding a period to the “Header Text” section.
· Modification – This pertains to an IOC rejection for any subsequent contract transaction in a fiscal year (not the first one). There are 2 options to fix contracts rejected in this manner:
· Users can request backend modification. If that’s the case, copy contract and resend as is while making any changes IOC potentially needed. If none were required on the entry, do make at least one small change (extra period in “Header Text” usually works)
· To avoid a ticket, a user can process a change via AF to return contract to previous value with Do Not Send to SAMS activated. Once that’s approved in SAP, can initiate a second transaction to re-do the desired change with Do Not Send to SAMS unchecked. 

· Novations – Novations are vendor changes to the contract after it has been approved in SAP. The need for a novation is variable and the required steps
· Same FEIN
· Change to IOC: Submit change in AF and get that approved. The same day as that approval, need to file ticket requesting Novation. Clarify that it relates to an Amplifund Contract that must go over the same day. Email SAP Procurement SFE as well.
· Change not to IOC – Same, just don’t need to express urgency
· New FEIN, same Ob Numbers,
· Agency Contract Reference needs updated, click Plus for a new contract as a new number is needed. New Contract needs to have the Original SAP Contract Number (starting 41xx) in as the Old Contract Number.
· Obligation Number Changes
· Agency Contract Reference needs updated, click the plus for a new contract as a new number is needed. New Contract needs to have a new obligation number. If Old Contract Number is used by the agency, it needs to be a new one in sequence. If OCN is not, the new SRM contract number serves as the new contract number.

· Changing Details on Obligations
· Values
· As applicable, modify the value on the line item(s) on the Amplifund obligation
· Account Assignment Details
· The line affected must have the value reduced to zero or down to the amount paid against that obligation. A new line should be created for the changed details and new amount.
· Correcting AF-SAP Contracts before approval
· Attachments
· Attachments do not transport via the interface. Any desired attachments for the contract, must be attached during the approval process. The Contract Approver role can attach any necessary attachments before approving the contract.
· Amplifund Specific Fields in SRM
· Header Text -  In SRM, there are 2 pertinent text fields: Header Establishment Text and Header Modification Text. Those are separate fields on the contract. There is only one field in Amplifund. As such, SRM will automatically assign the text based on the transaction it detects (modification vs establishment) will be created.
· This dictates that the most efficient way to have text produced properly is to have those transactions be on separate days.
· Contract Rollovers – At the current time, contract rollovers done as a 1-step process are allowed by the IOC, i.e. both the deobligation and the establishment of the next year on the same transaction. However, currently with only 1 text field in Amplifund, it is required for rollovers from Amplifund to be a 2-step/2-day process, with the deobligation for the prior FY first on Day 1, and the establishment after the first obligation has cleared the IOC. 
· Prerequisites – 
· For a contract to have funds set up in the new fiscal year, that contract EMF needs to be rolled over into the new Fiscal Year/Budget Period. The carryforward template excel file should be sent to the Funds Management SFE, Matt Sporrer.
· The contract must have service dates in the new fiscal year to have accounting data established in the new fiscal year. (At current time, the dates can be updated on the award in Amplifund, but do not push over to the contract transaction so if the date is updated in Amplifund, it likely needs manually updated in SAP until a fix is deployed).
· Includes 1-day rollovers to have the end date amended to 7/1/20XX.
· Day 1 – In Amplifund, the user should reduce the amount of the prior year obligation to the amount spent or to zero, whichever is greater. FMX3 can help users look up the spent balance. That transaction would potentially need to go to the IOC for them to clear out the prior FY balance. However, post-lapse, it is likely this transaction would need Do Not Send to SAMS activated, as the IOC automatically clears unspent balances after lapse for the prior fiscal year. The text supplied on the Amplifund transaction will go to Header Modification Text.
· Before the next transaction, the EMF Carryforward must be completed. For planning purposes, that usually takes up 1-2 days at most to complete once it is sent to the FM SFE.
· Future Day – The establishment obligation will be processed on a future date. The date appropriate would depend on the Do Not Send to SAMS indicator as well as if the transaction was sent after or before lapse was over. The text supplied on the Amplifund transaction will go to Header Establishment Text if the transaction is the first one for the new fiscal year. The contract should be set up for the amount desired for the new fiscal year.
Any additional questions, please forward them to Amplifund and/or the SAP Procurement SFE.

